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OFFICE OF PERSONNEL MEMORANDUM NO e 20-802-8 

SUBJECTS Determining and Hocording In- azri Out-Casual Statue of 
iikployees 


lo General: 

Tae Processing and Records Division fPRD) is responsible for 
establishing and maintaining necessary records concerning staff employees 
f'f are assigned to positions on foreign field 'tables of "organisation 
IV/O) but who are in an in- or out-casual status for training, transports** 
Lion, or similar purposes* " ’ k 

2a Definitions s 

a s In-casual 

In employee who continues to encumber a position on a foreign : 
fi.eld T/0 after having returned to the United States on a permanent r 
change of station (PCS):, 

b f , Out--casual 

.. An ®aployee who is assigned to a. position on a. foreign field ' 
f A> but. is actually performing duties or training in the United Stato : 
or has not departed from the continental U. S, for his overseas 
assignment * t 

3» I'rocedures; i 

Identification of In-easuals: 

(1) Central Processing Branch (GPB) will initiate Form No, 
37-200, IN- AND OUT-CASUAL STATUS RECORD, (attachment) for each 
in-casual who reports to headquarters and will transmit this 
form to Transactions and Records Branch (TUB) in triplicate* 

(2) TRB will record the individual 6 s status as in-casual f 

in the Position Control File, and dis tribute the Perm Men 37-200 ! 

m follows: 

'*) Original * Official Personnel Folder 

b) One copy - Machine Records Division* Office of 
Comptroller 
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(e) Ore copy • Finance or Fiscal Division# Office 
of Comptroller# as appropriate 

Copies for distribution to the Office of Controller 
will be forwarded dally by transmittal ntemoranda 
addressed to the appropriate Divisions© 

o <5 Banoval from la^oasual Status 8 

tlpoa receipt, of m appropriate personnel action, TEB wr-f ■ 
indicate removal of an employee from in-casual status by lni*^tiDg 
Fosm Bo© 3?*200 in triplicate o This change will be record''- ir tna 
Position Control File, and the Fossa Sb© 37^200 distribute' 'as indicated 
In paragraph 3a (2)# above © 

So Identification of Oufc^oasuals* 

Upon receipt of an appropriate petr/ome! action affecting 
appointment or reassignment to a position c&i a foreign field T/O s 
ffiB win initiate Form Ho - 37-200# in fed.] !, tents# placing the 
individual in an ©ut»©asu#Jl status o This change will be recorded 
in the Position Control Pile and the Form 37-200 distributed 
as indicated in paragraph 3a(2), above© 

d© Removal from Out^oasual Status® 

Vhen GPB has established a definite date of departure from 
the continental Obited States, Form Nbo 3f®20 ; tdH bts completed^ 
in triplicate, setting the date of removal £ n a out«casuaX status as 
the date of departure from the continental Ute liad States , This 
ahanga will be reoorded in the Position Conte l File and the Form 
Sfo„ 37-200 distributed as indicated in paragra ph 3a (2), above c 

ko Exporting! 

a© The Planning and Analysis Staff (PAS; will compile a report 
as of the end of each calendar month includfng the following infom^- 
tion on casuals for Offices of the Deputy D. rectors ( Adminintrat Ion j i; 
(Intelligence), and (Plans), the Office of Jansminications, the Office 
of Training and the Office of Personnels 

(1) A machine records list of in -casuals, indicating name, 

organisation* and beginning date of in*casual status o 

(2) A ma chine records list of c it®oasuals, indicating 

organisation, and beginning date of out°casual status o 

bo These reports shall be distributed as follows® 

(1) Cocnlete report to the Assistant Director for Persojmai 

(2) Complete report i-o ’the Ghi'sf*. FED 
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0) Oae copy of that portion oi Km report aoooaraixtg hie 
iespociivs jxa'isdietian to each of the f&LXo&dngs 


AKKsatsmaK 


Deputy Directors (MDBdjnistxiatioa), {Intoiligejiee) md 
(Plana) 

.distant Director for GcBcsajmioatloa® 

Director of Training 

25X1A 

for Personnel 



“ 3 ** 
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